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LICY THAT AN EVALUATION 8E PREPAT fpjrpa EACH STAFF :MPLOY:: "aNo. STA{F
AGENT ONGE EACH FEES BE INFORMED COMCERNING THE E ECTIVENESS OF THELR WQRK
STRTINTL  perrorMancE. ; OUTLINES THE REQUIREMENTS AND PROCEDURES FOR THE PREPARA=

; TION OF THE INITIAL, ANNUAL, REASSIGNMENT, AND SPECIAL REPORTS, THE FITNESS REPORT, FORM NO.
45, is useo To RECORD EVALUATIONS, HOWEVER, AN EVALUATION IN MEMORANDUM FORM MAY BE SUBST!=
TUTED FOR FORM NO, hs FOR EHPLOYEES IN GRADES GS-Jh AND ABOVE.

OUTY WiTH THE ORGANIZATIQN;
THE SUPERVISOR'S EVALUATION oF rdz EMPLOYIE acron: THE CQMPLETION of. Fﬂs
PERIOD, AN INITIAL REPORT MAY BE DEFERRED FOR A PER)OD NOT TO EXGE AY ‘

DATE TO PROVIDE THE SUPERVISOR WITH ADDIT!ONAL TIME TO EVALUATE AN EMPLOY; - WHO nAs a:cu uwaR
HIS JURISDICTION FOR LESS THAN 90 pavs,

L

A FITNESS REPORT wilL BE PREPARED ANNUALLY FQR EACH EMPLQYEE, EXCEPT wH:N,A FITNESS, REPQ@T pAs
 BEEN MADE FOR SQME OTHER PURPOSE VITHIN ‘ 90 DAYS oF THE ANNUAL% EPORTJ%&; TEa....

REPORT MAY BE DEFERRED UNTIL THE EMPLQYEE HAS BEEN UNDER THE JURISDICI'DN OF THE.. syg:8y1§98
FOR 90 pavs,

-

SCHEDULE FOR THE SUBMISSION OF AmuAL REPORTS

B e i Mot n B D e s m B S R m o e § i s W e O

T R i &
“GBARES _ TE BY
GS-1 THRouGH GS-6 30 JUNE
GS=7 THROUGH GS-10 .30 SEPTEVBER
} GS-11 THRDUGH Gs-i2 3;

GS—!S AND ABOVE ‘ 31 MARCH

» » ruz FITNESS asponr wiLL BE PREPAREQ 5y‘A;;annayg£w¥17¢,
AND BE ;pr|Trgu ’ npgjcar roirns HEAR OF THE cAR;:R SERVICE CONCERNED,  THE HEAD OF THE

5 ‘tAREEﬁ szhvucs wWiLL R #nln ouz CoPY AND WILL FQRVARD TH£ ORIGINAL AND OTHER COPY TQ THE OFFIGE
| OF PEASONNEL. :

L5£§!|0N A GENERAL;--.SELF-EXPLA&ATORY‘

SECTION g EVALUAIIQN oF PERFORMANCE oF spzcur;_c oum:s e
“IN THI3 SECTION THE §UPERVISOR WILL LLST THE,:OST IMPORTANT DUTIES TQEM.G,MPL,Q‘:{SAE !15:§ P‘
DURING THE RATING PERVIOD ANQ \JII.L RATE EACH DUTY $EPARATE,LY.; DUTI;S&WL&#E
iﬁPORTANCE» CQNPA’ HHEN PQS;Q],,; THE INDIYIQUAL BEING BATED HIT‘ )
AT A SIMILAR LEYVEL OF RESPONSIBIL!TY. TWO, INDIVIDUALS VITH THE SAHE JQB TITLE MAY
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DIFFERENT FUNCTIQNS AND SHOULD BE RATED ON DIFFERENT DUTIES. VERY ¢
BE GIVEN TO THE LIST]NG OF DUTlES AND THE RATING GIVKN EACH DUTY BECKA‘m

IT REQUIRES CONDUCTING vNVESTIGATlons, T:LL HHAT KIND:AND

JOBE; IF

EXAMPLES ; "OPERATES I250"MULT|L|TH PRESS" == NOT OPERATES PRESS, " G e e _1, -
"TYPES RESEARCH REPORTS MAVING MANY TABLES" == ot "Tvpgs,” _  ~ ~ ' o
"SERVES AS SENIOR CASE OFFICER For T IMPORTANT CYRRENT OPERAT) ONS USING. KNOWLEDGE oF
FRENCH AND POLISH LANGUAGES" -= NOT "sEmioR. CASE erlcsg o
"surERV|;:s SECONO=L INE. SUPERVISORS WHO DIRECT :couonxq,R;§§Aagu

RESEARCH. e e e i -
"RESPONSIBLE FOR PROCESSING Fl;CAL, FINANCIAL, AND BUDGET REPORTS For AN OPERATING .
BRANCH OF 50 PEoPLE" -- NOT FINANCIAL suPPoaT.»

IN MAK ING tHlsgﬁﬁfl;: THE 5UPERVI>OR SHOYLO TAKE INTQ Accouqr THE Enfbgycg
JOB AS WELL. AS HIS PERFORMANCE ON ALL SPECIFIC JQ3 DUTIES. EACH SUPE vis
FACTORS IN HIS OWN MIND SO AS To ARRIVE AT A RATING WHICH wiLL n:rLég AN v
THE JOB. 1T IS QUITE POSSIBLE. FOR AN INOIYIQUAL To gE RATLD H;QH %hﬂﬁ?*%&&?i%%ﬁiw«“
DUTIES AND YET RATED AVERAGE OR BELOW ON SVERALL PERFORMANCE BECAUSE HIS 1.

INTERFERES WITH GETTING THE WORK DONE. GCONVERSELY, A p:nson WITH RELAT)Y ..
CERTAIN SPECIFIC DUTIES MAY BE RATED HIGH ON OVER-ALL JOB PERFORMANCE?&EGA €0 J‘Qﬁ‘
THE JOB FACILITATES THE WORK OF THE OFF ICE OR BECAUSE OF OTHER PERSONAL QUALITIES THAT HE .
BRINGS TO THE yoB. e

4

SECTION D D:scmmoN OF THE EMPLOYEE

IN THIS SECTION THE;SUPERVISOR cowsno:as 1#: cmrgov:a FBQM A succ:ss; . “EBENT_ AP .
A A A g . 3 y : ’ .
ND MAKES Nuua:g CLQﬁE_JuQGEMENTS Aaqur unu ) THES; Ju%§£ ﬁ%ﬁ gﬂﬂ#g : » m._‘gﬁwyﬁié
CHARACTERISTICS o] gNﬁIﬂAIEQ ar THE INQIVQDUAL IN Hls cuRR;qr POS LT ION,  THLS §§&;§§ S

. EEEEREEE R RNy

STATEMENTS APPLY IN 'SOME, QEGREE TO MOST PﬁoPLE, BuT SHOULD BE CHECKED ONLY WHEN SUGH RAIA”%?VJ‘u
ASSIST IN THE DESCRIPT!ON 'OF THE |NDIVIDUAL, THIS SECTION 15 A GQoD TEST.OF THE SUPERYISOR!S
ABILITY TO OBSERVE HI5 auagnnluAT;s,

P z;son pEﬁQRlBES sz ;MPLQYEE 5 QEMONSTRATED§A§JLIJL§S ,3#9;r|g4@g;1;s
. ,PRESENT aoa. AMY &SLA»MVELX HIGH OR YERY 50w RATINGS N SECTIONS B,

L]

€ ano D SHOULD ‘Bt u
HERE ON ANY sxTEQ
EMPLovtE. )
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FITNESS REPORT

CONSULT ATTACHED INSTRUCTION SHEET BEFORE COHPLETINO THIS REPORT

FORMANCE onN EACH sPeciFic puTy,
EMPLOYEES WITH

SECTION A . GENERAL
1+ NAME (Last) (First) (Middle)|2. girTH DATE {3. sEx 4. GRADE 5. SERVICE DESlG.
6. OFFICIAL POSITION T1TLE 7. OFF/DIV /BR OF ASSIGNMENT 8. NOT ELiGIBLE
’ PEND I NG
Cameer
9. DATE RLPORT DUE 'N OP|io. PERIOD COV"RED BY THIS REPORT|[I. MONTHS UNDER MY . MEMBER
From o SUPERVI S1ON StarrF DECL I NED
StTaTyS
1&. TvPE OoF REPORT | sprciac (Specify) INT T AL REASSI GNMENT-SUPERYI SOR DEFERRED
(Check one) -
ANNU AL REASSIGNMENT-EMPLOYEL DENIED
SECTION B EVALUATION OF PERFORMANCE OF SPECIFIC DUTIES
LIST UP TO SiIX OF THE MOST IMPORTANT SPECI#IC DUTIES PERFORMED DURING TH!S RATING PERIOD, RATE PER-

CONSIDERING ONLY THE EFFECTIVENESS IN PERFORMANCE OF THAT DUTY,
SUPERVISORY RESPONSIBILITIES MUST BE RATED ON THEIR ABILITY TO SUPERVISE,

ALL

DESCRIPTIVE
RATING
NUMBER

-~

< INCOMPETENT IN THE PERFORMANCE OF THIS DUTY 6 - PERFORMS THIS DUTY IN AN OUTSTANDING MANNER

- BARELY ADEQUATE IN THE PERFORMANCE OF THIS FOUND IN VERY FEW INDIVIDUALS HOLDING SIMt-
DUTY LAR J08S

- PERFORMS THIS DUTY ACCEPTABLY 7 - EXCELS ANYONE | KNOW IN THE PERFORMANCE OF

- PERFORMS THIS DUTY IN A COMPETENT MANNER TH1S DUTY

- PERFORMS
THAT HE

THIS DUTY IN SUCH A FINE MANNER
1S A DISTINCY ASSET ON HIS JOB

SPECIFIC DUTY NO. 1 RATING srzgf{rgidE¥;“;E.74 T ) RATING
. NUMBER NUMBER

SPECIFIC DUTY NO. 2 RATING [sPECIFic DUTY NO. s - o RATING
NUMBER NUMBER

SPECIFIC DUTY wNO. 3 RATING|SPECIFIC DUTY NO. 6 | RATING
' NUMBER NUMBER

SECTION C

EVALUATION OF OVERALL FERFORMANCE IN CURRENT POSIT!ON

Take

INTO ACCOUNT

EVERYTHING ABOUT THE EMPLOYEE WHICH INFLUENCES HiS EFFECTIVENESS IN HIS CURRENT‘

POSITION = PERFORMANCE OF SPECIFIC DUTIES, PRODUCTIVITY, CONDUCT ON THE J0B, COOPERAT I VENESS, PCIRTI-
NENT PERSONAL CHARACTERISTICS OR HABITS, PARTICULAR LIMITATIONS CR TALENTS, ETC,

t. UNSATISFACTORY NOTE :
2. BARELY ADEQUATE IF
3. SATISFACTORY

OVERALL EVALUATION 1S UNSATISFACTORY, ATTACKH COPY OF
MEMORANDUM TO THE EMPLOYEE REGARDING HIS PERFORMANCE,

RaTiInG b, ExceiLient IF OVFRALL EVALUATION 1S QUTSTANDING, JUSTIFY THIS EVALU=-
NumMBER 5. OuTsTaNDING ATION N SECTION E,
SECTION D DESCRIPTION OF THE EMPLOYEE

IF EMPLOYEE IS DEFICIENT WITH RESPECY TO ANY CHARACTERISTIC, RATE I; F CUTSTANDING, RATE 5.

(1T 1S EXPECTED THAT MOST RATINGS WiLL Bt 2, 3 OR U)

Not
APPL,

NoT RaTING

PERSONA ARA
SONAL CHARACTERISTICS Oss. . > 3 M

\n

GETS THINGS DONZ

RFsourRceEruL

ACCEPTS RCSPONSIBILITIES

Can MAKE DECISIONS ON His OwN WHEN NEED ARISES

DoES HiS JOB WITHOUT STRONG SUPPORT

FACILITATES SMCOTH OPERATION OF His OFFICE

WRITES EFFECTIVELY

SecuriTy Conscroufpproved For Release 2001/08/07 : CIA-RDP8
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STRESS STRENGTHS AE’R&Q‘.{%QSEQJ BSJSE&%ZP&“.Q?’%&&WBQBW&W8%6439&%09&1&&@.2%515 MADE TO EM=

AMPLIFY OR EXPLAIN, If APPROPRIATE, RATINGS GIVEN IN SECTIONS 8,

PLOTEE FOR IMPROVEMENT OF HIS WORK,
C AnND D TO PROVIDE THE BEST BASIS FOR DETERMINING FUTURE P#RSONN(L ACTIONMNS,

SECTION F CERTIFICATION.

FOR THE EMPLOYEE: : )
| CERTIFY THAT | HAVE ScEN THIS FiTNESS REPORT

DaTe S1GNATURE : -
- .% U e
‘ 2. For THE SUPERVISOR? !
B E IF THIS REPORT HAS NOT BEEN SHOWM TO THE EMPLOYEE, GIVE REASON
o < EXPLANATION: =
B a
OATE i
o TYPED OR PRINTED MAME AMD SIGNATURE OF SUPERVISOR
; OFFi1cIAL TiTLE :
3, For THE REVIEWING OFFiciaL: (CHECK ONE BOX)

wWOULD MAVE GIVEN
WOULD HAVE GIVEN
WOULD HAVE GIVEN

COMMENTSE

THIS EMPLOYEL ABDUT THE SA
THIS EMPLOYEE A HIGHER EVA
THIS EMPLOYEE A LOWER EVAL

CANNOT JUDGE THESE EVALUATIONS, ! AM NOT SV

ME EVALUATION,

LUAT ION,

UAT IONMN,

FFICIENTLY FAMILIAR

DATE

TrPep OR PRINTED

NAME ANO SIGNATURE

oF REVIEWING QFFiCiAL

OFFiciaL TiTie

”




